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Maintenance Program Management (MPM)  

County RMA Invoice Job Aid 

 

This job aid will walk you through the steps necessary to upload and submit a monthly RMA invoice for a 

county.  This job aid is directed at users that have the “County Invoice Editor/Approver” roles in the 

Production version of MPM.   

There are three important sections to a monthly RMA invoice:  Charge Summary, Equipment Usage and 

Daily Charging Detail.   

• The Charge Summary rolls up charges in the month for each Project ID, Job ID and Activity Code.  

Charges are broken out for Labor, Fringe, Small Tools, Equipment, Materials and Administrative 

Support. 

• The Equipment Usage summarizes charging for each Unit, Percent to Charge and Classification 

code.  Charges are broken out by Rate, Hours, County Total and State Share Total. 

• The Daily Charging Detail shows charges for each person or piece of equipment the date, hours, 

rate and total charge. 

Each county can submit one (and only one) regular invoice and one (and only one) adjustment invoice 

per month.  Invoices are created in one process and then can be managed in another process up to the 

point of submission for County approval.  Once a county has approved an invoice, it is automatically 

available to DOT region staff for review and approval.  One or more users with the Region Review role 

will review the invoice for accuracy and reasonableness and finalize the review for Region approval.  

Once the region approves the invoice, it is forwarded to DOT accounts payable staff for payment. 

 

Step 1:  Sign on to the MPM application, Production:   

https://trust.dot.state.wi.us/mpm/ 

 

https://trust.dot.state.wi.us/mpm/
https://trust.dot.state.wi.us/mpm/
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After entering your User ID and Password, click on the Login link. 

You will land on the MPM Main Screen.  This screen presents several links: 

• Manage your profile – this option lets you view and edit your profile. 

• To do list for your role – this option presents workflow items needing your attention. 

• To do list for your group – this option presents workflow items needing group attention. 

• Admin screen – this option presents links to view and manage the application. 

• “Go” link to select the desired calendar year to work with. 
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Note:  If a user doesn’t have any roles for Administrative functions, the link for the Admin screen will be 

displayed but it will take you to a page that just displays header information. 

 

Step 2:  Select the desired calendar year and click on Go: 
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The MPM Dashboard will be displayed: 

 

Step 3:  Click on the Invoice link above 

The Invoice Main Screen will be displayed: 

 

Step 4:  Select County 

Once you select a County, the Region will be automatically selected based on the County. 
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Step 5:  To create an RMA invoice, select the Year, Month, Invoice Type, Begin 

Date, End Date and click on the Create New RMA Invoice link.  

 

The validations related to begin and end dates include: 

• Invoice begin date can’t be later than the end of the month following the current date (e.g. 

current date is 8/21, invoice begin date can’t be later than 9/30). 

• Invoice begin date can’t be later than the invoice end date (e.g. if end date is 7/31, the begin 

date can’t be 8/1). 

• Invoice end date can’t be later than the end of the month following the current date (e.g. 

current date 8/21, end date can’t be later than 9/30). 

 

It is important to enter the correct begin and end dates for the billing period.  Equipment rates are 

validated against what was valid in that billing period.  E.g.  If the billing period is January 1 to January 

31 and unit ABC changed the classification code on January 15, the invoice will allow two entries for 

the unit in the equipment summary, one with the correct code/rate for the unit from January 1 to 

January 14 and another with the correct code/rate for the unit from January 15 to January 31.  If the 

equipment unit is reclassed on February 1, the code/rate for that classification would not be billable 

on the January invoice. 
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Step 6:  Invoice Note  

Optionally, you can add text to supplement the charging details in the Invoice Note free form text 

box. 

 

 

The grayed out fields (Original Total Budget, Revised Total Budget, Total Expenditures to Date, Total 

Expenditures Including Invoice and Remaining Budget After Invoice) are all calculated by MPM and are 

not editable fields. 

 

Step 7:  Upload and Import Charge Detail 

Use the Browse button to select the charge detail spreadsheet from your computer, then click on the 

Import From Excel button to load the data into the screen. 
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Once imported, the charge detail part of the screen will look similar to this: 

 

Note that the screen was wider than I could fit into a single display.  Use the scroll bar at the bottom of 

the screen to move to the right or left. 

 

Step 8:  Click on the Save button shown above (it’s important to save after each 

import step). 

 

Step 9: Upload and Import Equipment Detail 

Use the Browse button to select the equipment spreadsheet from your computer, then click on the 

Import From Excel button to load the data into the screen. 
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Once imported, the equipment detail part of your screen will look similar to this: 

 

 

Step 10:  Click on the Save button shown above (it’s important to save after 

each import step). 

 

Step 11:  Upload Daily Details 

Give the document a name and then use the Browse button to selecting the file to upload to MPM. 

 

 

Once uploaded, a new line will be added to upload additional files if needed: 

 

 

Step 12:  Click on the Save button shown above (it’s important to save after 

each import step). 
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Step 13:  Deleting uploaded items. 

Once you have uploaded and saved the three parts of the invoice, you have options to 

delete any or all the uploaded items.   

For line items, the far right side of the grid will show check boxes.  Individual lines can be 

removed by clicking in the check box corresponding to that line.   

All lines can be removed by selecting the check box in the cell that says “Delete” at the top. 

 

 

 

 

 

 

Attached files will have individual check boxes (no delete all option). 

 

 

Once you have selected the items you want deleted, click on the Save link.  The items will be removed 

and the remaining items become the saved invoice. 

 

Step 14:  Notes 

There are two ways to attach notes.  You can either upload documents (like a Word file or Excel 

spreadsheet) or type directly into a text box.  The upload for Notes documents works just like the 

invoice attachment upload: 
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Step 15:  Screen Controls 

There are several buttons at the top right of the screen that affect the classification request: 

 

 

• Submit – This submits the change request for approval from a user with the County Approver 

role.  Invoices that have validation issues can’t be submitted. 

• Validate – This applies validation rules and warns you of any errors or omissions. 

• Save – This saves the classification request to the database.  You could come back later, 

continue working or submit the request for approval. 

• Back – This takes you to the screen you were on previously.  Be sure to click the save button 

before using the Back button to make sure your work is saved. 

• Print – This prints a copy of the screen you are on. 

 

 

Common problems (and how to fix them): 

• Equipment not classified (Submit a classification request with the Bureau of Highway 

Maintenance) 

• Equipment rates don’t match what’s in MPM (change your accounting system to the rate 

published by the Bureau of Highway Maintenance) 

• Equipment detail total not matching the equipment summary total (verify that you have 

included the same project IDs in both of the spreadsheets you generated from your accounting 

software; if needed, delete the MPM data, regenerate from your accounting software and 

upload again). 

 


